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Abbreviations used in this list are the 
following:  
 
abbrev  abbreviation 
adj  adjective 
adv  adverb 
conj  conjunction 
det  determiner 
exclam  exclamation 
int  interjection 
n  noun 
phr v  phrasal verb 
pl  plural 
prep  preposition 
prep phr prepositional phrase 
pron  pronoun 
sing  singular 









































about (adj & prep) 
















































































alike (adv & adj) 


































AOB (abbrev) Any Other Business 





application form (n) 
apply (v)  














as (adv & conj) 




assembly line (n) 
assembly plant (n) 
assembly point (n) 
assess (v) 
assistant (n) 




at all (prep phr) 
at first (prep phr) 
at last (prep phr) 
at least (prep phr) at 
at present (prep phr) 
at the same time (prep phr) 
attach (v) 
attack (n & v) 
















average (adj & n) 
avoid (v) 
awake (adj) 




B.Sc. (abbrev) (Bachelor of Science) 






balance (v &n) 
balance sheet (n) 
ballpoint (adj & n) 
ban (v & n) 
bank (n & v) 
bank account (n) 
bank balance (n) 
bank card (n) 
bank charge (n) 
bank clerk (n) 
bank loan (n) 
bank manager (n) 
bank statement (n) 
bank transfer (n) 
banking (n) 
banknote (n) 
bankrupt (v & adj) 
bankruptcy (n) 
bar (n) 
bargain (n & v) 





















below (adv & prep) 
bend (n & v) 
beneath (adv & prep) 
benefit (n & v) 
bicycle (n) 
big (adj) 
blank cheque (n) 
blind (n) 
blue (adj) 
board meeting (n) 
board room (n) 
boat (n) 
bonus (n) 
booking desk (n) 
booking form (n) 










both (adj & pron) 






break (n & v) 
break down (n & phr v) 
break in (n & phr v) 








bring forward (phr v) 
broad (adj) 
brochure (n) 
brush (n & v) 
budget (n & v) 
buffet (adj & n) 
bug (n) 
bulk (n) 
business card (n) 
button (n) 
buy (n & v) 
by air (prep phr) 
by all means (prep phr) 
by car (prep phr) 
by day (prep phr) 
by hand (prep phr) 
by land (prep phr) 
by mistake (prep phr) 
by name (prep phr) 
by oneself (prep phr) 
by post (prep phr) 
by sea (prep phr) 
by sight (prep phr) 
by train (prep phr) 
C 
C (abbrev) Centigrade, Celsius 
c (abbrev) circa 
c/o (abbrev) care of 
cabinet (n) 
cable (n) 





call (n & v) 
call centre (n) 
call for (phr v) 




campaign (n & v) 










car park (n) 
card (n) 
cardboard (adj & n) 





carry on (phr v) 
carry out (phr v) 
case (n) 
cash (n & v) 
cash book (n) 
cash desk (n) 
cash flow (n) 
cash machine (n) 
cash price (n) 
cash register (n) 
cash sale (n) 
cassette (n) 






cause (n & v) 












central bank (n) 
central heating (n) 
centre (n) 
century (n) 








challenge (n & v) 
chance (n) 
change (n & v) 
chapter (n) 
character 
charge (n & v) 
chart (n) 
charter (n) 
chat (n & v) 
cheap (adj) 
cheat (v) 
check (n & v) 
check in (n & phr v) 







cheque card (n) 













clean (adj & v) 








close (adj & v) 
close (to) (adj) 
close down (phr v) 
cloth (n) 




cm (abbrev) centimetres 
Co (abbrev) company 














come down (phr v) 
comfort (n) 
command (n & n ) 
comment (n & v) 
commerce (n) 


















compromise (n & v) 
computer (n) 
computer program(me) (n) 
computer programmer (n) 
concentrate (v) 
concentration (n) 
























contact (n & v) 
contain (v) 
content(s) (n) 
contest (n & v) 
continent (n) 
continue (v) 
contract (n & v) 
contribute (v) 
contribution (n) 




cool (adj & v) 
co-operate (v) 
co-operation (n) 
co-operative (adj & n) 
co-ordinate (v) 
co-ordination (n) 
copy (n & v) 
corner (n) 
corporate (adj) 
















cover (n & v) 









cross (adj, n & v) 











current account (n) 
curriculum (n) 
curriculum vitae/CV (n) 
curve (n & v) 
custom (n) 
customer (n) 
customer base (n) 
customs (n) 
cut (n & v) 
cut back (n & phr v) 
cut down (on) (phr v) 
cut-price (adj) 
D 
daily (adj & adv) 
damage (n & v) 
danger (n) 
dangerous (adj) 
dark (adj & n) 
data (n) 
data processing (n) 
database (n) 
date (n & v) 
date-stamp (n & v) 
day (n) 
day off (n) 
deadline (n) 
deadlock (n) 
deal (n & v) 
dear (adj & int) 
debit (n & v) 
debt (n) 
decide (v) 




decline (n & v) 
decrease (n & v) 
deduct (v) 
deep (adj & adv) 






delay (n & v) 










dep (abbrev) depart(s) 
depart (v) 
department store (n) 
departure (n) 
depend (v) 
deposit (n & v) 
depressed (adj) 
depression (n) 





design (n & v) 
desk (n) 
desktop (adj & n) 



















dining room (n) 
dinner (n) 
dip (n & v) 
diploma (n) 
direct (adj & v) 
direct cost (n) 
direct debit (n) 
direct mail (n) 








disk drive (n) 
dislike (n & v) 
dismiss (v) 
dispatch (n & v) 
















dotted line (n) 




dream (n & v) 
dress (n & v) 
drink (n & v) 
drive (n & v) 
driving licence (n) 
drop (n & v) 
drug(s) (n) 
dry (adj & v) 
dry cleaning (n) 
DTP (abbrev) desktop publishing 
due (adv & adj) 
due to (prep phrase) 
dull (adj) 





E (abbrev) east 
e.g. (abbrev) for example, for instance either (conj) 
each (adj & pron) 
eager (adj) 
early (adj & adv) 
earn (v) 
earnings (n pl) 
































employment agency (n) 











English (adj & n) 
enjoy (v) 
enormous (adj) 















equal (adj & v) 
equip (v) 
escalator (n) 




estimate (n & v) 

















except (prep & conj) 
excess (n) 
exchange (v & n) 
exchange (v) 
exchange controls (n) 





excuse (n & v) 
executive (n & adj) 
exercise (n & v) 



















export (n & v) 









facilities (n pl) 







fair (adj & n) 
faithfully (adv) 









fast (adj & adv) 
fasten (v) 
fault (n) 
favourite (adj & n) 
fax (n & v) 
fax machine (n) 




feel like (v) 







fight (n & v) 
figure (n) 
file (n & v) 
fill in (phr v) 
finalise (v) 
financial (adj) 
financial advisor (n) 
financial year (n) 
find (v) 
find out (phr v) 
finish (n & v) 
fire (n & v) 
fire alarm (n) 
firm (adj & n) 
first (adj, adv, n & pron) 
first aid (n) 
first of all (adv) 
fitness (n & adj) 
fitness centre (n) 
fix (v) 
fixed cost (n) 
fixed-term contract (n) 
flag (n) 





flip chart (n) 
float (v) 
flood (n & v) 
floor (n) 






Fº (abbrev) Farenheit 
focus (n & v) 
fold (n & v) 
follow (v) 






force (n & v) 
forecast (n & v) 
foreign (adj) 
foreign currency (n) 















free gift (n) 
free market (n) 
free sample (n) 
free trade (n) 
freelance (adj & v) 
freeze (n & v) 







front (adj & n) 
fuel (n) 
full (adj) 
full time (adv) 
full-time (adj) 
fun (n) 
function (n & v) 





future (adj & n) 
G 















get along with (phr v) 
get around (phr v) 
get back (phr v) 
get down (phr v) 
get in (phr v) 
get into/out of (phr v) 
get off (phr v) 
get on (phr v) 
get on with (phr v) 
get rid of (phr v) 
get up (phr v) 
gift (n) 
gift voucher (n) 
girl (n) 
give (v) 
give in (phr v) 
give out (phr v) 
glad (adj) 
glance (n & v) 
glass (n & adj) 
global (adj) 
go (v) 
go down (phr v) 
go for (phr v) 
go off (phr v) 
go with (phr v) 
gold watch (adj) 
govern (v) 
gradual (adj) 










ground (adj & n) 
group (n & v) 
grow (v) 
growth (n) 
guarantee (n & v) 
guard (n & v) 
guess (n & v) 
guest (n) 
guest-house (n) 






half (adj, adv & n) 
hall (n) 
hallo/hello (exclam) 
hand (n & v) 
hand in (phr v) 
hand out (phr v) 
handbag (n) 
handbook (n) 
handle (n & v) 
handwriting (n) 
hang (v) 









have got (v) 
have to (v) 
he (pron) 
head (n & v) 




health and safety (n) 
hear (v) 
heart (n) 





help (n &v) 
helpdesk (n) 
helpline (n) 












hire (n & v) 
his (adj & pron) 
history (n) 
hit (n & v) 
hobby (n) 
hold (v) 
hold up (n & phr v) 
hole (n) 
holiday (n) 
home (adv & n) 
honest (adj) 







hourly fee (n) 
hourly rate (n) 
house (n) 
how (adv) 
how do you do? (int) 
how much (adv) 
however (adv) 
hr (abbrev) hour 
huge (adj) 
human (n & adj) 
hundred (n) 
hurry (n & v) 
I 
I (pron) 
i.e. (abbrev) that is to say 
ice (n) 





















in (adv & prep) 
in a hurry (prep phr) 
in advance (prep phr) 
in any case (prep phr) 
in case of (prep phr) 
in charge (of) (prep phr) 
in danger (prep phr) 
in debt (prep phr) 
in difficulties (prep phr) 
in fact (prep phr) 
in front of (prep phr) 
in general (prep phr) 
in half (prep phr) 
in ink (prep phr) 
in order (prep phr) 
in order to (prep phr) 
in pencil (prep phr) 
in pieces (prep phr) 
in place (prep phr) 
in private (prep phr) 
in public (prep phr) 
in secret (prep phr) 
in sight (prep phr) 
in stock (prep phr) 
in the end (prep phr) 
in time (prep phr) 
in town (prep phr) 
in turn (prep phr) 
in(s) (abbrev) inch(es) 
incentive (n) 





















information technology (IT) (n) 
inhabitant (n) 
























interest (n & v) 






















issue (n & v) 






jet (plane) (n) 
job (n) 
job description (n) 
job satisfaction (n) 







judge (n & v) 






keep on (phr v) 
keep up (phr v) 
key (n & adj) 
key in (phr v) 
keyboard (n) 
kg (abbrev) kilogram 
kilo/kilogram/kilogramme (n) 
kilometre (n) 
kind (adj & n) 
kiosk (n) 
kitchen (n) 
km (abbrev) kilometer/kilometre 
knock (n & v) 
knock down (phr v) 
know (v) 
knowledge (n) 
kph (abbrev) kilometres per hour 
L 
lab (abbrev) laboratory 
label (n & v) 
laboratory (n) 
labour (n) 











laser disk (n) 
laser printer (n) 
last (adj, adv & v) 
late (adj) 
later (adv) 
laugh (n & v) 















least (adj & adv) 
leave (n & v) 
leave out (phr v) 
lecture (n & v) 
left (n, adj & adv) 
legal (adj) 
leisure (n) 
leisure industry (n) 
lend (v) 
length (n) 









lie (n & v) 
life (n) 
lifestyle (n) 
lift (n & v) 
light (adj, n & v) 
like (prep & v) 
likely (adj) 
limit (n & v) 
line manager (n) 
link (n & v) 
liquid (n & adj) 
list (n & v) 
little (adj & pron) 
live (v & adj) 
living (adj) 






long-term/long term (adj & n) 
look (n & v) 
look ahead (phr v) 
loss (n) 
lost property (n) 
lot (n) 
lounge (n) 
love (n & v) 








luxury (n & adj) 
M 
m (abbrev) metre 







mail order (n) 







make (n & v) 
make up (n & v) 




managing director (MD) (n) 
manner (n) 
manual (adj) 
manufacture (n & v) 
many (adj &pron) 
map (n) 
margin (n) 
mark (n & v) 
market (n & v) 
market leader (n) 
market research (n) 
market share (n) 





mass production (n) 
mass-produce (v) 
master (v) 






max (abbrev) maximum 
maximum (adj & n) 
may (v) 
maybe (adv) 
MBA (abbrev) Masters in Business 


























middle (adj & n) 






min (abbrev) minimum 
min (abbrev) minute  
mind (n & v) 
mine (pron) 
mineral (adj) 
mineral water (n) 
minimum (adj & n) 
minor (adj) 
minus (conj)  
misc (abbrev) miscellaneous 
miscellaneous (adj) 
miserable (adj) 
miss (n & v) 
mistake (n) 
misunderstand (v) 





more (adj, adv & pron) 
morning (n) 








move (n & v) 




much (adj, adv & pron) 
multinational (adj & n) 
multiply (v) 
music (n) 
musical (adj & n) 
musician (n) 
must (v) 
my (pron & adj) 
myself (pron) 
N 
N (abbrev) north 







NB (abbrev) note well 
NE (abbrev) north east 
near (adv & prep) 
neat (adj) 
necessary (adj) 







neither (adj & pron) 
nervous (adj) 
net (n & adj) 







next (adj, adv & pron) 
next to (prep) 




no one (n) 
no. (abbrev) number (n) 
nobody (n & pron) 
noise (n) 
none (n, adj & pron) 
nor (conj) 
normal (adj) 
north (adj, adv, & n) 
north east (adj & n) 
north west (adj & n) 
not at all (adv) 
not/n’t (adv) 




nothing (n & pron) 





nr (abbrev) near 
nuclear (adj) 
number (n) 
NW (abbrev) north west 
nylon (adj & n) 
O 
o’clock (adj & adv) 







of course (adv) 
off (adv & prep) 
offer (n & v) 
office (n) 
officer (n) 
official (adj & n) 
often (adv) 
OHP (abbrev) overhead projector 
OHT (abbrev) overhead transparency oil (n & v) 
OK/O.K./okay (int, adj & adv) 
old (adj) 
omit (v) 
on (adv & prep) 
on a journey (prep phr) 
on a visit (prep phr) 
on business (prep phr) 
on fire (prep phr) 
on foot (prep phr) 
on holiday (prep phr) 
on sale (prep phr) 
on time (prep phr) 
once (adv or adj) 
once (prep phr) 
one (n & pron) 
oneself (pron) 
one-way (adj) 
online/on-line (adv & adj) 
only (adj & adv) 
onto (prep) 
open (adj & v) 






opposite (adj, n & prep) 
option (n) 
or (conj) 
order (conj, n & v) 













out of (prep) 
out of date (prep phr) 
out of doors (prep phr) 
out of order (prep phr) 
out of stock (prep phr) 




output (n & v) 
outside (adv, n & prep) 
oval (adj) 






overnight (adj & adv) 




own (adj & v) 
own brand (n) 
P 
p (abbrev) pence 
PA (abbrev) Personal Assistant pa (abbrev) per annum 
pack (n & v) 





paid leave (n) 
















part-time/part time (adj & adv) participant (n) 
party (n) 
pass (n & v) 
passenger (n) 
passport (n) 




pause (n & v) 
pavement (n) 
pay (n & v) 
payroll (n) 
pc (abbrev) personal computer p./pp. (abbrev) page/pages 
peace (n) 





people (n pl) 
per (prep) 
per annum (adv) 









permit (v & n) 
person (n) 
personal assistant (n) 
personal computer (n) 
personality (n) 
personnel (n) 
personnel management (n) 
persuade (v) 
petrol (n) 
petrol station (n) 




phone (n & v) 
photocopier (n) 
photocopy (n & v) 
photograph (n & v) 
photography (n) 
pick (v) 
pick up (phr v) 
picture (n) 
piece (n) 
pile (n & v) 
pilot (n) 
pin (n & v) 
pipe (n) 
pity (n) 
place (n & v) 
plain (adj) 
plan (n & v) 
plane (n) 
planning (n) 
please (int & v) 
pleasure (n) 
plenty (adj & pron) 
plug (n) 




point (n & v) 
police (n) 















post (n & v) 











PR (abbrev) Public Relations 
practice (n) 
practise (v) 











present (adj, n & v) 
presentation (n) 
president (n) 
press (n & v) 
pretty (adj & adv) 
prevent (v) 
previous (adj) 
price (n & v 
price list (n) 
primary (adj) 
prime minister (n) 
principal (n & adj) 








process (n & v) 






professional (adj & n) 
professor (n) 






















PS (abbrev) postscript 
PTO (abbrev) please turn over 
public (adj & n) 
public holiday (n) 
public opinion (n) 
public relations (PR) (n) 
publicity (n) 
publish (v) 




purchase (n & v) 
pure (adj) 
purpose (n & adj) 
push (n & v) 
put (v) 
put away (phr v) 
put back (phr v) 
put down (phr v) 
put off (phr v) 
put on (phr v) 
put out (phr v) 
put through (phr v) 





quality control (n) 
quality controller (n) 
quantity (n) 
quarrel (n & v) 
quarter (n) 
quay (n) 
query (n & v) 
question (n & v) 
questionnaire (n) 






quote (n & v) 
R 
R & D (abbrev) Research and Development 
race (n & v) 
radio (n) 
railway (n) 
raise (n & v) 
range (n & v) 






























recruit (n & v) 


































rent (n & v) 
reorganisation (n) 
rep (abbrev) representative 
repair (n & v) 
repay (v) 
repeat (n, v & adj) 
replace (v) 
reply (n & v) 





request (n & v) 
require (v) 








rest (n & v) 
restaurant (n) 
result (n & v) 
retail (n & v) 
retail outlet (n) 
retail price (n) 
retain (v) 
retire (v)  
return (n)  
revenue (n) 
review (n & v) 
revise (v) 
reward (n & v) 
rich (adj & n) 
ride (n & v) 
right (adj, adv & n) 
ring (n & v) 
ring back (v) 
ring up (v) 
rise (n & v) 
risk (n & v) 











RSVP (abbrev) please reply  
rubber (adj & n) 
rubbish (n) 
ruin (n & v) 
rule (n & v) 
run (v) 
run out of (phr v) 
S 
S (abbrev) south 
sad (adj) 
SAE (abbrev) stamped addressed envelope 
safe (n & adj) 
safety (n ) 
salary (n) 
sale (n ) 
sales (n) 














screen (n & v) 
screw (n & v) 
sea (n) 
seal (v) 
search (n & v) 
search for (v) 
season (n) 
seasonal (adj) 
seat (n & v) 
seatbelt (n) 
sec (abbrev) second 
second (adj & n) 
second-hand/second hand (adj & adv) secondary (adj) 















selling price (n) 
seminar (n) 
send (v) 








serve (v ) 
service (n & v) 
service station (n) 
services (n pl) 
set off (phr v) 
set out (phr v) 
set up (phr v) 
settle (v) 
several (adj) 




shape (n & v) 
share (n & v) 
shareholder (n) 







ship (n & v) 
shipping (n) 
shock (n) 
shop (n & v) 
short (adj) 
shortage (n) 
short-term/short term (adj & n) 
should (v) 
shout (n & v) 
show (n & v) 
shower (n) 






sign (n & v) 






silk (n & adj) 
silver (n & adj) 
similar (adj) 
simple (adj) 
since (conj & prep) 
sincerely (adv) 














slow down (phr v) 
small (adj) 
smart (adj) 
smell (n & v) 
smile (n & v) 
smoke (n & v) 
smooth (adj) 
snack (n) 
so (adv & conj) 









some (adj & adv) 
somebody (n & pron) 
someone (n & pron) 





sort (n & v) 
sort out (phr v) 
so-so (adj) 
sound (n & v) 
south (adj, adv & n) 
south east (n & adj) 
south west (adj, adv & n) 
souvenir (n) 
space (n) 











spend (v & n) 
spill (v) 
spite (n) 
sponsor (n & v) 
sport(s) (n) 
spy (n & v) 
square (n & adj) 
St (abbrev) street 
staff (n) 
stage (n) 
stairs (n pl) 
stamp (n) 
stand (v & n) 
standard (n & adj) 
staple (n) 
stapler (n) 
start (n & v) 
start-up (adj) 




stay (n & v) 




steel (n & adj) 
steep (adj) 
step (n & v) 
still (adv) 
stock (n & v) 
Stock Exchange (n) 
stocks (n) 
stone (n) 
stop (v & n) 
storage (n) 












stress (n & v) 
strict (adj) 
strike (n & v) 
string (n) 
strong (adj) 
structure (n & v) 
student (n) 
studies (n) 


























supplies (n pl) 
supply (n & v) 






surprise (n, v & adj) 
survey (n) 
sweep (v) 
swing (n & v) 





take away (phr v) 
take off (phr v) 
take out (phr v) 
take over (phr v) 
take part in (phr v) 
take place (phr v) 
take up (phr v) 
takeover (n) 
takings (n) 
talk (n & v) 
tall (adj) 
tap (n) 
tape (n & v) 
target (n & v) 
targets. (v) 
task (n) 
taste (n & v) 
























terminal (n)  
terms (n pl) 
terrible (adj) 









there (adv & pron) 
therefore (adv) 
thermometer (n) 








this (adj & pron) 






throw away (phr v) 
tick (n & v) 
ticket (n) 
tidy (adj & v) 
tie (n & v) 
tiger (n) 
tight (adj) 







today (adv & n) 
together (adv) 
toilet (n) 
tomorrow (adv & n) 
ton(ne) (n) 






touch (v & n) 






trade (n & v) 
trade fair (n) 
trade union (n) 
tradesman (n) 
traditional (adj) 
traffic (n & v) 
traffic jam (n) 
traffic light(s) (n) 




transfer (n & v) 
translate (v) 
translation (n) 
transport (n & v) 
transportation (n) 
travel (v) 
travel agent (n) 
travel expenses (n) 











turn (n & v) 
turn around (phr v) 
turn down (phr v) 
turn into (phr v) 
turn off (phr v) 
turn on (phr v) 
turn out (phr v) 























up (adv & prep) 
update (n & v) 
upgrade (n & v) 
upon (prep) 
upstairs (adv) 





use (n & v) 















very (adj & adv) 
victory (n) 









vote (n & v) 
voyage (n) 
W 
W (abbrev) west 
wage(s) (n) 
wait (n & v) 
waiting room (n) 
waitress (n) 
wake (up) (v) 








wash (n & v) 
waste (adj, v & n) 
wastepaper (n) 
watch (v & n) 
water (n & v) 






wear (v & n) 











well (adj, adv & n) 
Well done! (exclam) 
well-known (adj) 
well-made (adj) 




wheel (n & v) 
when (adv & conj) 
whenever (pron) 






who, whom (pron) 
whole (adj) 
wholesale (adj & adv) 
wholesaler (n) 
whose (pron) 
why (adv & conj) 




win (n & v) 
window (n) 




wish (n & v) 
with (prep) 
withdraw (v) 
within (adv & prep) 
without (prep) 







word process (v) 
word processor (n) 
work (n & v) 
work permit (n) 
workforce (n) 






worldwide /world-wide (adj & adv) 
worried (adj) 
worry (n & v) 
worth (adj) 
would ('d) (v) 
wrap (v) 
wrap up (v) 
write (v) 
write down (phr v) 




yd (abbrev) yard 
year (n) 
yes (int) 
yesterday (adv & n) 
yet (adv) 
you (pron) 





yr (abbrev) year 
Z 
zero (n) 
zone (n) 
 
